Quick Reference Guide

TN Department of

‘Human Services

Customer Mobile Application

Overview

This Quick Reference Guide shows authorized parents, guardians, and individuals how to check a child in or

out of a Child Care Provider facility using the Customer Mobile Application.

Audience

Customers of Child Care Providers using the Time and Attendance System.

App Login

To log into the Customer Mobile Application, follow these steps:

1. Download the NowMobile app. This app can be downloaded from
the Apple App Store or Google Play Store. The app can be
downloaded through the following links:

Apple App Store: https://apps.apple.com/us/app/now-mobile/id1469616608

Google Play Store:

https://play.google.com/store/apps/details?id=com.servicenow.requestor&h

l=en _US&qgl=US
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2. Once the app has been downloaded, open the app on your mobile device.

3. Once the app opens, click the plus (+) sign to begin logging into your account. When logging in for the first
time, you may automatically be taken to the screen shown in Step 4.

Instances

Mobile

There are no preconfigured instances.
Add an instance to get started.

Try with a demo account
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Once the plus sign is selected, in the top field, enter the following link: https://tdhs.service-now.com/

If desired, create a mobile app nickname. Then, select Save and log in. For example, you can have this app
listed as the “TDHS Mobile App” within NowMobile.

6. Enter your log-in credentials. Then, select Login.

Note: Every parent/guardian/authorized individual will have their own username and password to the
Mobile Application. Accounts may not be shared between individuals.

7. You are now logged into the mobile app and can view your name, profile icon, and enrolled children.

11:09 ol T Em)

Hello, Heather Smith @

Cancel @ stestl.service-now.com rA O,

servicenow

My Enroliments See all
Enter the gstan&;e address User name
orscana code. 5
Smith, Sunny
ollment Status
/] https:/tdhs.service-now.com/ @ Password Enrollment Status Enrolled
5] . i i
Provider Tennessee Kids Care- Memphis
TDHS Mobile A I . .
PR Language Smith, Mike
Save and log in English Enrollment Status Enrolled
Provider Tennessee Kids Care- Memphis
Forgat Password 7
Use external login Smith, Harry

Enrollment Status Enrolled

Cij Provider Tennessee Kids Care- Memphis

Todd, Meghan

Enrollment Status Enrolled

Provider Tennessee Kids Care- Knoxville
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Child Profile/Options

To open a Child’s Profile:
1. Click on the Name of the child.
2. On the Child Enrollments screen, you can view a child’s:

Enroliment Status
Provider Address
Enrolled Days (number of days the child has attended)

Enrollment start and end dates

e Schedule (if a child is attending care full-time or part-time)

e Contact Phone Number

If participating in the Certificate Program, weekly co-pays and base rates will appear.

Note: You must scroll down your screen to view all this information. The screenshot shown
on the right below is viewable after scrolling down from the middle screenshot.

Hello, Heather Smith

My Enrollments

Smith, Sunny
Enrollment Status Enrolled

Provider Tennessee Kids Care- Memphis

Smith, Mike

essee Kids Care- Memphis

Smith, Harry

Enroliment Status Enrolled

Enrollment Details Attendance
Seeall 38125
Smith, Mike Enrolled Days
'
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& Home Child Enroliments

EPP10000140

Enrollment Details

Enrollment Status
Enrolled

Street Address
7525 Winchester Rd

Tennessee Kids Care- Memphis

Attendance

0 5GE .

5:00 7

il 5GE (R

< Home Child Enrollments

0

Enrollment Start Date
09-02-2021

Enrollment End Date
12-10-2021

Weekly Base Rate*
$0.00

Weekly Co-Pay

Provider Tennessee Kids Care- Memphis $0.00
Street Address 2
Ste 1120 Schedule
Todd, Meghan
FT
Enrollment Status Enrolled City
Provider Tennessee Kids Care- Knoxville Memphis
Phone Number
State
TN Note
*Actual amount may vary based on child's age
Zip and schedule type
Home Support etting Home Support Settings Home Support settings
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3. To view attendance details, select Attendance.
Click Child Attendance List to open a list of past attendance records.

5. Upon selecting this option, the Child Attendance List screen will appear. It displays a child’s recent
attendance details.

9:34

€ Back Child Enroliments Child Attendance List

Enrolled

Smith, Mike
Check-In Time 09-14-2021 16:36:08
Check-Out Time 09-14-202116:36:28

Date 08-14-2021 Total Hours 1Minute

Smith, Mike
Tennessee Kids Care- Memphis Enrolied
EPP10000140 . .
3 Smith, Mike
Check-In Time 09-14-202116:37:15
. Check-Out Time 09-14-2021 16:37:35

Date 09-14-2021 Total Hours 1Minute

4 hild Attendance List
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Using Your QR Code to Check-In/Out a Child

Regardless of where you are in the app, to check in a child using a QR Code:

1. Access the app home screen by clicking the Home button in the bottom left corner of the app.
2. Click your Profile Icon in the top-right hand corner of the app.

3. Click the Show QR Code button on the lower left hand side of the app.

4. Following your Provider’s instructions, use your QR Code to check in your child.

1l 5GE

Profile Profile

Hello, Heather Smith

My Enroliments Seea @
Scan QR code to

Smith, Sunny Heather Smith Check infout

Enrollment Status Enrolled

Provider Tennessee Kids Care- Memphis

Mobhile phone D
(112)233-4455

Smith, Mike
Email

Enrollment Status Enralled =

Heather.Smith@xyz.com
Provider Tennessee Kids Care- Memphis

Smith, Harry

Enroliment Status Enrolled

Provider Tennessee Kids Care- Memphis

Todd, Meghan

Enrollment Status Enrolled

Provider Tennessee Kids Care- Knoxville

&

1 Show QR code Update PIN
Support Settings Home Support Settings Home Support Settings
— — ——
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Setting/Updating/Using Your Pin Code to Check-In/Out a Chid

To set a Pin Code:

1. Click your Profile Icon in the top-right-hand corner of the app.
2. Click the Update PIN button in the lower right hand corner of the app.

3. Enter and confirm a five (5) digit PIN code. Once done, select Submit. Your Pin Code will now have been
updated and you will receive an email confirming the change.

5:07 7 il 56 @
Hello, Heather Smith < Home Praofile Profile
Q, search .
Update Your Pin
Jote You mustentera s disitPin
My Enrollments
Smith, Sunny Heather Smith 3
Enroliment Status Enrolled
Provider Tennessee Kids Care- Memphis Mobile phone D
(112)233-4455
Smith, Mike
Email =
ol Status I .
Enroliment Status Enrolled Heather.Smith@xyz.com
Provider Tennessee Kids Care- Memphis
Smith, Harry
Enrollment Status Enrolled
Provider Tennessee Kids Care- Memphis
Todd, Meghan
Enroliment Status Enrolled
Provider Tennessee Kids Care- Knoxville
Show QR code Update PIN
Home Support Settings Home Support Settings Home Suppart settings

To check a child in or out of a facility, follow your Provider’s instructions to enter your child’s last name and your
Pin code into their system.

Note: If you forget your PIN code, you can follow the steps above to reset it.
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App Support

The Support section of the app contains important information that will help you learn how to use the app and
access key TDHS Resources.

To access app support:
1. Select the Support button.
2. Upon doing so, you will see three options appeatr:
o Alink to view the App Tutorial
e Alink to view TDHS’ Reimbursable Rate Chart
e Alink to Contact Us (The Tennessee Department of Human Services)

Support

BB App tutorial

Reimbursable Rate Chart

Contact Us
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